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Subject:  HHS TELEPHONE DI RECTCRY SYSTEM

15-10-00 Purpose
10 Responsibilities
20 HHS Tel ephone Directory

15-10- 00 PURPCSE

This Chapter sets forth assignments of responsibilities and the nmechanics of
entering data into the organizational and al phabetical sections of the semi -
annual HHS Tel ephone Directory.

15-10-10 RESPONSI BI LI TI ES

A, The Docunentation Management Branch (DvB), Division of Administrative Ser-

vices, Office of Managenent Services, Ofice of the Secretary, HHS, will
publish the Departnment of Health and Human Services Tel ephone Directory.

B.  Each Principal Operating Conponent (POC) will designate an HHS Tel ephone
Directory Representative who will be responsible for coordinating the sub-
mssion of data for‘the Directory to DMB. the Pocs Wi ll submt the names,
addresses, and tel ephone numbers of their Directory Representatives, and
any changes thereto, as they occur, to:

Docunent ati on Management Branch
Ofice of the Secretary, HHS
HHS North Buil ding

330 Independence Ave., S W
STOP 367

C The Division of Organizational Analysis in the Office of Managenent
Anal ysis and Systems, OS5, will review the organizational section of the
Directory before publication to ensure that organizational |istings conform

to approved organizational structures.

D. The submitting organization has ultimte responsibility for the accuracy
and conpl et eness of the data submitted. Since changes occur so frequently
bet ween publication of the Directory, it is essential that admnistrative
officers of submtting organizations famliarize thenselves with procedures
for subnitting change data, using Form HHS-91 (paragraph 15-10-20.D.).

15-10-20 HHS TELEPHONE DI RECTORY

A Ceneral

The HHS Tel ephone Directory provides:
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1. An al phabetical directory of nost HHS enpl oyees in the Washington
metropolitan area, and all personnel listed in the organizational
section of the Directory.

2. A convenient organizational directory of key Departmental officials.

3. Instructions on telecomunications and interdepartmental calls.

4,  Selected information on Departnental and organizational services.

B.  Frequency of Publication

Normal |y the HHS Tel ephone Directory will be published senm -annually
(i.e., in the Spring and Fall).

C  Distribution

Each organi zational conponent of OGS, and the POCs will determne their
requirements for copies of the Directory prior toeach publication.
Intra-departmental distribution will be made in accordance with information
and quantities provided to DMB. The Directory is available to the public
by sal e through the Superintendant of Documents, U S. Government Printing
Ofice.

D. Directory Data |nput

Data for use in publishing the HHS Tel ephone Directory is conpiled as
foll ows:

1. Oganizational Directory Data

Prior to the publication of each Directory, and sufficiently in ad-
vance of the Spring and Fall due dates, the Docunentation Managenent
Branch (DVMB) will issue a rem nder to each OS conponent and PCC

Tel ephone Directory Representative, giving specific due dates and any
special instructions not covered by this Chapter. The accuracy of the
organi zational part of the Directory will be ensured by sending

out the previous Directory edition's listing to Directory represen-
tatives for mark-up or retyping, if changes are extensive. In order
to preclude variances in the appearance of the organizational section,
the DMB rem nder nenorandumwi || specify format; however, each HHS
conmponent nust deternine the extent of the organizational breakdown
to be shown, using the follow ng general guidelines.

@& Organizational |istings should indicate:

(1) Organizational title, with lower levels of the same organiza-
tion appropriately indented.

(2) Principal personnel (Director,' Deputy Director, Chief, _
Assistant Chief, etc.). Technical assistants below the office,
service, or bureau level will not be listed (e.g.,
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admnistrative officers, secretaries, etc.) because of
space and "balance" constraints

(3) Admnistrative code (see the Directory for name of admnis-
trative code representative, or check with the POC Directory
Representative for that person's nane and tel ephone nunber).

(4) Building (see Directory for list of abbreviations to be used).
(5) Room nunber.
(6) Centrex or other telephone code and extension.

b. Directory Representatives are responsible for ensuring that the
format specified for the organizational section is followed,
al though the OS Division of Organizational Analysis should be
consulted if there is any question as to whether organizationa
listings to be submitted are officially approved (i.e., published
in the Federal Register, if Division |level or above, or approved
by the Office Head, if |ower).

2. Al phabetical Section Conpilation

VeIl in advance of the schedul ed publication date for each HHS

Directory, DMB will furnish Directory Representatives with their

component' s al phabetical portion of the Directory, broken down by

admnistrative code, for validation. Representatives will distribute

the listings to each organi zation whose adm nistrative code appears

in the listing for verification. Any changes to the computer |istings
. Will be entered into the system by using Form HHS-91 (see Exhibit 15-10-A).

a. Additions

All nanes to be added nust be submitted by Directory Representatives
to DMB using the HAS-91 conpletely and accurately filled out. The
HXS-91 may be obtained fromthe General Services Admnistration
Self-Service Store, through the conponent Directory Representative

or by order to the OS Property and Supply Section, using Form BBS-393,
"Purchase/ Service/ Stock Requisition.”™ O particular inportance

in filling out the BBS-91 are:

(1) Social Security Numbers (used only to differentiate between
persons with the same name; in accordance with the Privacy
Act of 1974, ssNs will neither be published in the Directory
nor given out to unauthorized personnel).

(2) An "x" in the appropriate space in HHS-91, colum (b)
DELETE, ADD, or CHANGE
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(3) Correct spelling of the person's nane.

(4) Correct "agency" abbreviation (i.e., OS, HDS, PHS, ADMHA,
CDC, FDA, HCFA, HRA, HSA, N H and SSA).

(5) Building Abbreviation (as given in the Directory).

(6) Room Number

(7) Correct Administrative Code (note: this is of extrene
i nportance, inasnmuch as the code will be used to break
down the conponent's alpha listing in order to facilitate
val i dation).

(8) Correct Tel ephone Nunber Code (e.g., 24, 47, 44, etc.) and
Ext ension

h. Deletions

Nanes of persons who have left the organization nust be deleted
fromthe al phabetical section of the Directory by the adm nistra-
tive officer, using Form HHS-91, as part of the person's out-
processing  procedure. Only the person's Social Security Number,
the "DELETE" colum and nane are filled out on the HHS-91. Any
changes requiring use of the HHS-91 will be made at the tine the

change takes place

c. Changes (Qther than Additions or Del etions)

Any other changes, such as changes in nane, address, telephone num
ber, or corrections in spelling nust also be submtted as they
occur to DMB using the HHS-91. Pl ease note (see Exhibit) that

the formis designed for nultiple entries -- i.e., all lines may

be used, regardl ess of the type(s) of changes involved.

3 .Responsibility for Data Accuracy

a.  Accuracy of data submtted for the al phabetical section of the
HHS Directory is the responsibility of those individual organiza-
o tions which are given validation listings for verification. If
there are any inaccuracies in this data, it is the responsibility
of the reviewi ng office(s) to correct them Utimtely, it is
the responsibility of the admnistrative officer to ensure that
hi s/ her part of the al phabetical listing is kept current.

b. To meet Directory deadlines for publication, as given in "rem nder"
menoranda from DMB to OS and POC Tel ephone Directory Representatives
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It is essential that admnistrative officers submt HHS-91s to
DMB as changes occur, rather than waiting until notification
of deadlines IS received, thereby causing |ast mnute "rush"
effdrts.  Any changes submtted after the established dead-
lines will not appear in the new Directory.




